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INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. i 

Application Number- 

656-2552 
__- - _ _ _  D i v i s i o n  -_ D i r e c t o r  - C u r t i s  K ings ley  

-.___ ~- 
,-Action Requested 

a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

_- c. d - Amend Application No. 81-119-A Checkone: a Change; 0 Supercede; 0 Void 
1. Dates of Series I 5. Records Series Tkle (followed by title used in office: if different) 
iarliest Latest ISecondarv Vocat ional  Educat ion Local   ADD^ i c a t i o n  f o r  S t a t e  and 

f i n  1978 To Date Funds F i l e s  
I. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 

Same - 

I__ 

I. Record Series Description 

Documents relating to: 

This f i le contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Included are: 
Same - 

File is arranged: 

t. Monthly Referenm Rate 
One to six months old 
twenty-five months and older ? 

Letter-size drawers ; Legal-size drawers. ;Shelves ;Other (specify/ 

How often are records referred to which are: 
; Seven to twelve months old ; Thirteen to twenty-four months old 

#. Annual Rate of Accumulation of Records 



ries contain confidential information requiring security handling? If yes, cite law or regulation. 

ation contained in this series ever analyzed andlor rewrded in a summarized report? 

ries in your office, or in anoiher office or agency? 

1. Retention Requirements The following requires the series to be kept: 

a. State Law -years. d. Audit period years. 
-. e: Administrative need 8 .~ years. 

5 -years. 
b. Statute of limitation years. 
c. Federal law 5 . years. 
P.L. 93-380, Sect. 510, 45 CFR 100b. 734, 34 CFR14.134 
Attach copy or excert of laws or regulations. Explain administrative need. 

f. Federal retention instructions - 

2. Appov$d'Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 
0 Calendar Year; C8 Fiscal Year; 0 Other then, 

8 Hold in the current f i les area month(s) year(s); then 
0 Transfer to local holding area; hold 
8 Transfer to State Records Center; h o r  
8 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other fSpecify) 

yearb); then 
yeads); then 

These instructions apply to a l l  prior and future accumulations of the series. 

/ Date 
lecommendations in para- 
raph 12 are approved. 
If disapproved. artad, letter 
If explanation.) 



-- 

INSTRUCTIONS See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue,, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. : . t' 

I 

FOR AGENCY USE 1. Agency Address FOR RECORDSMANAGEMENT USE 

pplication Date Department ,of Education Application Number 

8 \ - 1 \ 9 - R  
J A N  5 1982 1 1 1982 

Off i ce  of Vocational Education : 
Division of Vocational Program Managenent 
At lan ta ,  GA Date Received Date Completed 

7.  
pplication Number 

- - . _ _  -- - --~__ 
. Person to  Contact Working Title' Telephone Number 

L. R. Howard 
. Action Requested 

a. 
b. 

Regional Di rec tor  656-2550 
. _ _ ~ _ .  _ ~ _ _  ____= -_ ~ ___ 

Q Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. El Amend Ap lication No __  Checkone: 191 Chanqe; 0 SuEcede: 0 Void 
. Dates of Series -'-:id: k e s  Title (followed by title used in office; if different) 

I Secondary Vocational Education Local Auulication arliest Latest 

1978 1 Present  I f o r  S t a t e  and Federal  Vocational Education Funds Files 
. Division and Office Function What i s  the function of the Division and the Office in which this record seriesis created? 

Same - 

'. GRewrd Series Description 
?. J. . 1. 1 

Documents relating to: 

This file contains the following documents findude form numbers and titles, if any): 
Attach samples of the file. I 

Same 

Included are: 

File is  arranged: 

%. Monthly Reference Rate 
One to six months old 

How often are records referred to which are: 

; Seven to twelve months old : Thirteen to twenty-four months old 

twenty-five months and older ~ 7 
3. Annual Rate of Accumulation of Records 

6-7 l i n e a r  f e e t  
Letter-size drawers 3 : Legakize drawers : Shelves ; Other lspecifvj 



-. -- 
a. Is  this the official mpy of the series? 1 ’  

b. Does the series mntain confidential information requiring security handling? If yes, cite law or regulation. 

I 1. I 

I s  this a vital record? c. 

e. When one or two d o c u r n e w  

f. I s  the info!-wn@ined i n l -  

g. 1s the information mntained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this w i e s  in your office, or in another office or agency? 

i. lsthisseria (oramaioraar t i 1 7 W -  microfilmed? 

~- d. Does this series have historical or Ion term research value? ! 

documents be scheduled seDaratelv? 

If yes. attach CODV. ,. 

I f  ve t  where? 

-_L__ 

_ L ~ Q ~ s  the recorc lx r i&muk immmut  er W t  ? 

:ion Requirements The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 5 years. 
c. Federal law _I -5 years. f. Federal retention instructions 5 years. 

Attach mpy or excert of laws or regulations. Explain administrative need. 
~ L , S ~ - ~ B O ,  SCctslo, 4 5 C F R k ~ b . 7 3 4 ,  54 C F q J 4 . 1 3 4  

-” 
2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

0 Calendar Year; a Fiscal Year; 0 Other 

month(s) .R yearlsl: then 

then, 

$1 Hold in the current files area 
0 Transfer to local holding area; hold 
a Transfer to State Records Center; hold 3 y e a r ( s ) ;  then 

0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

Destroy. 

These instructions apply to a l l  prior and future accumulations of the series. 

3emmmendations in para- 
traph 12 are approved. 
‘If disapproved, attach letter 
?f explanation.) 



- yrs-3- 3P 
/7 ~~ - 

., APPLICATION FOR RECORDS RETENTION SCHEDULE OFFICE OF THE SECRETARY OF STATE 

RECDRDS MANAGEMENT DIVISION 
ARCH,VESAND H,STOR 

F 

INSTRUCTIONS: See Publication No. 76-EM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 1 

FOR AGENCY USE 
,pplication Date 

,pplication Number 

- 
I. Person to Contact 

I. Agency Address FOR RECORDS - MANAGEUENT USE 
Department of Education ' Application Number 
Off i ce  of Vocational Education 
Divis ion of Vocational Program Managen- 

Working Title Telephone Number 
656-2550 

-. ~ _ _  ~~~ ~- ~ ~~ 

L. R. Howard .~ ~ . Regional Di rec tor  . 

a. 
b. 

~ ~~~ 

I. Action Requested 
0 Establish Retention Schedule; record will mntinue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

Checkone: Change; 0 Supercede; yojd - 

< 
.. Dates of Series 
jarliest 

5. Records Series Title (followed by title used in office; if different) 

Secondary Vocational Education Local Applicat ion 

~_____- ~ ~~ ~ ~~ 

i. Division and Office Function What is the function of the Division and the Office in which this record series i s  created? 
-! 

Same - 

'. Record Series Description 

Documents relating to: 

Included are: 

This f i le contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Same - 

File is  arranged: 

~~ ~~~~ - ~- - _. __ .-. - 
1. Monthly Reference Rate 

One to six months old 

How often are records referred to which are: 

; 'Seven to twelve months old --~-; Thirteen to twenty-four months old ~ -~-; 

__ twenty-five months and older ? 
I. Annual Rate of Accumulation of Records .~ 

~~ - 6-7 l i n e a r  f e e t  Letter-size drawers 3 Legal-size drawers ;Shelves ;Other (specify) 



F 1 10. Questionnaire (Place an "X" in the proper column) - ~~ 

a. I s  this the official copy of the series? 

b. Does the series'contain confidential information requiring security handling? If yes, $. law or reoulation. 

c. I s  this a vital record, ~ ~ 

d. Does this series have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep th;, entire fi le for a long period, could these 

. .  
- lf-notwhere wt? ~ ~ .. ~. 

- - _____ - 
. ~ .  ~~ -~ ~ .- _. . - ~ _ _  .. 

~ ~~. ~ ~ 
dpcu~tsbeIcheduledSegarately? ~~ ~ ~ ~. ~ - ~~ ~ 

f, I$ thdformbt ion contained in this series ever Dublished? If yes. attach CODY. , .  
g: I s  tt ie information contained in this series ever analyzed andlor recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
- I f u e m h m . . _  ~ ~ _ _ ~  ~- 

If ves-where? ~ _ _  . __ 
d u h i s  series (or a m6jofpQfrioonsf itl resvlarlv m icrof ilmed? ~ _ _ _  

record serie$ result in a c w t  er Drintout? 
1. Retention Requirements The following requires the series to  be kept: 

a. State Law . ~--years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need ~. 5 years. 
c. Federal law &---years. f. Federal retention instructions 5- ~. -years. 

~ p ~ ~ 9 3 - 3 3 0 ,  Se&Sioj 4 5 C F R l C - 3 b . 7 3 4 ,  ?44F*'4.134 
Attach copy or ex.cert of laws or regulations. Explain administrative ne&d. .~ > 

-I 

_ _ _  - __ 
2. Approved Disposition Instructions This agency recommends that the fi le series be cut off a t  the end of eaih: 

0 Calendar Year; bo Fiscal Year; 0 Other _ _  then, 

$I Hold in the current files area - -month(s) -L year(s); then 
0 Transfer to local holding area; hold 
B Transfer to State Records Center; hold 3 - - y e a r ( s ) ;  then 
B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearb); then 

, 

These instructions apply to a l l  prior and future accumulations of the series. 

-_-- _- Date, I Records Management Officer (Signature] I Date 

Y 
qecornmendations in para- 
iraph 12 are approved. 
If disapproved, attach letter 
if explanation.1 



' 
APPLICATION FOR RECORDS RETENTION SCHEDULE 

- FOR AGENCY USE ' 

,pplication Dale 

,pplication Number 

- .~ ~ - 

FOR RECORDS MANAGEMENT USE .- -. ____~ 1. Agency Address 
Department of Education Application Number 
Office of Vocational' Education 
Division of Vocational Program Managemer bateReceived 
Atlanta, Georgia 

__ 0 - I - 1 I9-~---- ~ __ 
p e  Completed - 

FEE 5 tg8t 1 FEB I 8 1981 ~____ ... ~~ 
~~ 

~ ~ __ - 

a. 
b. 

Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

-. c. 0 Amend Application No. - CheckDne: 0 Change; EllSUplperce~~O Void ~~ ~ ~ 

I. Dates of Series I 5. Records Series Title (followed bv title used in office: if different) 
Secondary Vocational Education Local Application f o r  

-- 
What i s  the function of the Division and the Office in which this record series is  created? 

J iarliest Latest 

A978 - 1 
i. Division and Office Function 

Presen - S t a t e  and Federal V o c d a n a l  Education Funds F i l e s  

The Division of Vocational Program Management provides d i rec t ion ,  po l ic ies  and procedures 
for  development and delivery of Vocational Education; coordinates with local  school 
systems and the federal  government i n  a l l  areas of vocational education including budget 
preparation; a l locates  grant funds and approves disbursement; provides technical 
ass i s tance  i n  program development; provides l ia i son  and coordination i n  planning and 
management of vocational programs; recommends c e r t i f i c a t i o n  standards and s t a f f  development 
a c t i v i t i e s .  

-1 

'. Record Series Description This file contains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents to: Managing the administration of secondary vocational prograns a t  the local 
level  including budget preparation and monitoring expenditure and 
payroll  information. 

included are: DE Form 0138 'personnel Agreement/Termination"; DE Form 0626 Local Applicatior 
f o r  S ta te  and Federal Vocational Funds, grant budget (DE Form 0448 data  nd 
amendments; Teacher Renewal contract  printout (EDVT0510-R o r  current  
equivalent) ; planning sheet re f lec t ing  s t a t i s t i c a l  data; local  appl icat ion 
review - Sex Equity; and related correspondence. 

Chr on c - >g i c  a1 File is  arranged: I by Fiscal  Year; then by Region; then a lphc-z t ica l ly  by s y s t e  
~~~~ ~~~ ~- ~~ ~ .~~ ~~~ ~~ . . ~ ~ ~~~ 

name. 
I. Monthly Reference Rate 

C)ne to six months old 

- ___ 
How often are records referred to which are: 

-. : Seven to twelve months old ; Thirteen to twenty-four months old 
-. 

twenty-five months& older .' \ . I  
1. Annual Rate of Accumulation of Records 

.. Letter-size drawers ~ ' 3 ; Legal-size drawers - - - ;  Shelves -- ;Other ( ~ ~ i f y )  6-7 l i nea r  feet  

3-50-71; Rev. 76 (Over) 



~~ ~~ 1 1 . c  
,2 

~- -~ --_+ 10. Questionnaire (Place an "X" in the proper column) 
a. Is  this the official copy of the series? 

If - not*where-isA? 
b. Does the series contain confidential information requiring security handling? If yes, c l e  law or regulation. 

c . k  this a~vivil record? ~- . ~ __ d. Doesthis series have historical or long term research value? 
e. When one or two documents in the file make it necessary to.keep the entire fi le for a long period, could these . 

documentsbscheduled separately?~ .. -- . 

U s . ~ f h e  information contained in this series ever oublished? If yes. a n a d  m y .  

-Ifxes, attach COPY._- ~ ~ ~ - ~ 

g. 1s thk iAformdtion contained in this series ever analyzed and/or recorded in a summarized report? 

h. I s  there a duplication of this series in your office, or in another office or agency? 
-~ 

, .  

-. .-.~ - ..______ ..___.____ If veLwhere? 
~~ i . ~  I r h i s  series for a maiar~~~obrratit l_ce~larty~miaQfi lmed? 
U Q e r  the record series result in a w m u t  er orintout? 

11. Retention Requirements The following requires the series to be kept: 

a. State Law ----.years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 5 . .~-years. 
c. Federal law -~ _-years. f. Federal retention instructions - ~~~ years. 

Attach copy or e x q t  of la_ws or regulations. Explain administrative need,. 

',. , :  ." , I  ' . ,  ' t  ,: , I  : ;  < ,  , .  
-! 

I 

I 

-- .. __ 
12. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each: 

. ,  
' . . '  d Calendar Year; Fiscal Year; 0 Other I__. 

1~ , . .  
Hold in the current files area --month(s) 3 year(s); then 

0 Transfer to local holding area; hold 
0 Transfer to State Records Center; hold ----year(s); then 
0 Destroy. 
Gl Transfer to State Archives for permanent retention. 
0 Other (Specify] 

year(s); then 

, 

These instructions apply to all prior and future accumulations of the series. 

iraph 12 are approved. 
I f  disapproved, attach letter 
if explanation.) 


